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-CURRENT STATUS OF THE 
DEPARTMENT OF PERSONNEL 
ADMINISTRATION 
The general purpose of the Department of Personnel Administratlon is to 
fulfill the legislative mandate for the establishment and maintenance of a merit 
system of personnel administratlon for the Commonwealth and its political sub-
divisions. This mandate produces four essential missions: 
* 
* 
* 
* 
To perform the central personnel management responsibllitles 
for the executive branch of state government; 
To administer the civil service system for covered positions 
in both state agencies and municipalities; 
To provide personnel management services to state agencies 
and municipalities; and, 
To promulgate rules, regulations, policies and standards to 
ensure public personnel practices adhere to the basic merit 
principles and contemporary personnel procedures. 
The Department of Personnel Administration services a state workforce of 
approximately 70,000 employees under the jurisdiction of about 190 state 
appointing authorities. The Civil Service system covers nearly 1,000 municipal 
appointing authorities with approximately 100,000 municipal employees. The 
Department of Personnel Administration provides a full range of personnel mana-
gement functions including: 
• CLASSIFICATION 
• RECRUITMENT 
• SELECTION 
• DEVELOPMENT 
• INFORMATION 
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The personnel management functions are delivered through an array of acti-
vities. These activities encompass the following: 
-State non-managerial classification system 
-State managerial classification and 
compens a tion plans 
-The "Municlass" municipal class if i.cation 
system 
-Consent decree recruitment programs 
-Veterans referral service 
-Ci v i l Service test constructi on, development 
and validation program 
-Civi l Service exami nation admini stration 
-Management development programs 
-Consent decree training projects 
-Massachusetts Employee Assistance Program (MEAP) 
-Part-time/flexible hours programs 
-Alternate cert if:i.cat i.on and appointment 
programs 
-Municipal delegation programs 
-Personnel information systems 
-Public informati.on services 
During Fiscal year 1983, the Civil Service program of the Department's 
Division of Information Services received over 70,000 applications for the 900 
examinati.ons that were conducted during the year and processed 16,724 requisi-
tions from user agenc i es agai nst which over 80,000 candidate names were cer-
t i fied. Compared to the previous year, there was a 39% increase in the number 
of applicants, a 68% increase in the number of applicants appearing for examina-
tions, a 34% increase in the number of eligible lists established and an 
i ncrease of 58% in the number of med i cal examinations conducted. 
The Department of Personnel Administration completed the municipal labor 
service delegation program resulting in the preparation and transfer of 11,902 
employee history records and 81,838 elig ible l i st records to 62 municipalities 
which are now administering the l a bor serv i ce funct .i.on locally. 
In November of 1982, t he Department of Personnel Admi nistration began 
implementation of the prov i s ional plan author ized by Section 26 of Chapter 767 
of the Acts of 1981 i n state agencies. State appoi nti ng authorites reported 
approximately 12,000 prov i siona l employees as qualified under Section 26. These 
employees were granted a "special temporary-after-certi.fication" status upon 
their personal application and appoi nt i ng authori.ty cer tification. These provi-
sional employees are now eligible along wi th other temporary-after-certi.fication 
employees to compete in the regular exami nation program on an open and promo-
tional basis for permanent a ppointment. The municipal provisional plan imple-
mentation will commence i n October of 1983 . 
The priori.ty in the s t a te agency personnel management program during Fiscal 
Year 1983 was placed on analyzing acti.vi t i es of the Department's Division of 
Management Services and assessing the ne eds of the state agencies to whom we 
provide services, with the object i ve of i ntegrat i ng and streamlining personnel 
operations to meet such need s in a mo re timely and effi.c i ent manner. 
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In the classification area, a program for the decentralization of classifi-
cation plan maintenance and . the delegation of personnel authority for selected 
classification actions will be operationalized in January of 1984. A program 
for the delegation of certain selection functions has been designed for state 
agencies who choose to assume responsibility for such activities as admi-
nistering, scoring and establishing certification lists for promotional examina-
tions. In the management development area, an expansion of current training 
programs was initiated in August of 1983 to provide a continuing training and 
education cycle for all managers from the day of appointment through promotion 
to varying levels in the managerial classification and compensation system. 
Finally, through the coordinated efforts of DPA and the Office of Employee 
Relations, a phased unit implementation of the Statewide Classification Study of 
non-management positions will begin in Fiscal Year 1984 to modernize the state's 
personnel system and provide career ladders that enhance employee growth and 
mobility. 
A major productivity improvement for the Department has been the 
acquisition of microfilming equipment which allows filming and converting to 
updatable microfiche storage the voluminous Departmental records and correspon-
dence which must be maintained and preserved under statutory requirement. 
Such processing will eliminate the need for more storage space and will 
require less effort in purging of records. Since the acquisition of the new 
equipment approximately 500,000 records, including personnel history records of 
state employees and several delegated municipalities, have been filmed. Another 
outstanding advantage is the capability to easily review records and obtain 
printed copies of records to assist in dispensing information to the public. 
The Department's word processing capacity was doubled during Fiscal Year 
1983 to four word processing stations. Large volumes of printed materials have 
been converted to disc storage and have increased substantially the Department's 
capacity to retrieve and modify class specifications, test instruments, 
examination announcements as well as a whole range of other documents and 
correspondence. 
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The major issues which the Department of Personnel Administrat.ion must 
contlnue to address include the fol l owing: 
Culbreath Consent Decree governing the Civil 
Service pract l ces of five state agencies 
Castro Consent Decree governing the selection 
and appointment of Black and Hispanic surnamed 
candidates to state and municipal police forces 
NAACP Consent Decree governing the selection and 
appointment of Black and Spanish surnamed candidates 
to municipal fire departments 
Civil Service Reform Act which reorganized the 
Department of Personnel Administration, provided 
rulemaking authority to the Personnel Adm.inistrator, 
mandated performance appraisal, allowed independent 
municipal merit systems, created a career management 
service and permitted a special certification 
procedure for certain provisional employees. 
These judicial (consent decrees) and legislative (Civil Service Reform 
Act) initiatives, while positive and constructive in many ways, continue to 
severely strain DPA's staff and financial resources. The Department's only 
viable option is to deploy its availarle resources into efforts which 
enhance DPA's productivity and build personnel management capacity at the 
state agency and municipal levels. 
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DIVISION OF 
INFORMATION 
SERVICES 
Chapter 767 of the Acts of 1981, 
provided that "There shall be within 
the department of personnel 
administration a division of management 
services, a division of information 
services, and a division of technical 
services". 
In July 1, 1982, the Division of 
Information Services began operations 
as such an entity. However, for 
several months before this date, the 
directors of each bureau and the 
division Deputy Commissioner met to 
formulate and coordinate the division's 
mission and goals. 
The mission is to provide state and municipal agencies of the Commonwealth 
with certified lists of qualified candidates to meet the needs of each agency in 
a timely and expeditious manner. In order to respond to these needs, the divi-
sion's staff are involved in recruiting, testing, processing and certifying 
applicants utilizing the basic merit principles. The identification of 
qualified minority candidates has come to be an integral part of these activi-
ties in order to comply with affirmative action goals and the several consent 
decrees now in force. 
The goals agreed upon included: 
* Development and implementation of a recruitment program 
focused on minority applicants to ensure adequate 
representation on all certified lists. 
* A reduction in the provisional population 
through the implementation of an examination 
program as provided for in Section 26 of Chapter 767 
* Implementation of new systems and techniques 
to accelerate the processing of examination results 
and the establishment of eligible lists. 
* Application of new time saving techniques such as utili-
zation of performance appraisal in the examination process. 
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During the past fiscal year, the resources of this Division have been 
allocated to address these goals. 
Recruitment efforts on behalf of the Culbreath Consent Decree has resulted 
in providing qualified minority candidates an orientation to the civil service 
system. The staff is not currently adequate to extend its recruitment efforts 
to minorities outside of the Boston SMSA nor to non-minority persons in any 
areas of Massachusetts. Chapter 767 does, however, mandate that recruitment of 
minorities statewide should be an objective of this Department. To that end, a 
proposal for increased resources which are necessary to staff and fund such a 
program has been submitted. 
The recruitment functions pertaining to public safety pos i tions have been 
very successful during this past fiscal year. Both of the court-ordered consent 
decrees under which the Police and Fire Fighter examinations are held are long-
standing and the recruitment plans developed over the years have attracted the 
participation of police and fire departments as well as community organizations. 
All of these recruitment efforts involve orientation and instructional meetings, 
classes and seminars with c6operative participation from many organizations. 
In regard to the provisional problem, Section 26 of Chapter 767 provided a 
mechanism by which procedures have been implemented which has over the past 
several months resulted in the processing of some 12,000 state employees whose 
status has been changed from provisional appointee or provisional promotee to 
"temporary-after-certification" status. This status, now recorded in each indi-
vidual employee's record, has effectively reduced the provisional count in the 
Commonwealth and has given these persons tenure within their departmental unit 
as well as the right to compete for permanent positions in promotional examina-
tions. Work still remains to be done to complete the process but the initial 
stage of the two stage examination mechanism has been finalized. The procedure 
for implementation in the municipalities has yet to be promulgated; however, the 
procedure has been developed and will be in place shortly. 
Implementation of new systems to enhance processing of examinations, 
certification of eligible lists and recording of personnel transactions has been 
ongoing. Through the development and implementation of the Personnel Management 
Information System (OMIS) and Examination and List Information Processing System 
(ELYPSIS), record processing, examination processing and distribution of public 
information should begin to show dramatic improvement during the next fiscal 
year. 
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BUREAU OF RECRUITMENT 
AND PUBLIC INFORMATION 
STATE AGENCY RECRUITMENT 
The Department of Personnel 
Administration is responsible for 
overseeing the implementation of the 
Culbreath Consent Decree, designed to 
remedy the past discriminatory 
employment practices of the Civil 
Service system in five major state 
agencies: the Department of Public 
Welfare, the Department of Public Works, 
the Metropolitan District Commission, 
the Registry of Motor Vehicles, and the 
Department of Social Services. 
Outreach, follow-up and evaluation 
continue to be the major activities of 
the recruitment staff. 
Outreach is a means of attracting minorities to civil service examinations, 
and consists of workshops, high school visits, job fairs, college recruitment, 
mailings to community organizations and applicants, public service announcements 
and news releases. To accommodate the need for qualified minority examinations 
candidates, workshops continued at high schools, colleges or universities, and com-
munity organizations located within the Boston SMSA. At these workshops general 
information is provided on: how the civil service system works, career oppor-
tunities, and how to apply and prepare for ci.vil service open competitive exa-
minations. 
Follow-up evaluation is the means of determining the effectiveness of 
outreach recruitment. Questionnaires from applicants for follow-up purposes 
provide relevant data on the recruitment and examination process. 
A Recruitment Committee oversees this process and provides a forum for 
ongoing communication between the Department of Personnel Administration's 
recruitment staff, the defendant agencies recruiters and the Culbreath Monitor. 
Issues on how to improve the recruitment and examination process are the major 
topics of discussion. Specific tasks relative to these processes are handled 
by the various subcommittees • 
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Major milestones reached during this fiscal period include: 
* The total number of minority applicants for 
examinations during FY'83 was 18%. 
* Development of a questionnaire to assist 
applicants in determining whether they meet 
entrance requirements for open competitive 
examinations. 
* Development of test-taking seminars, both 
at the state agencies for their employees 
and at the Department of Personnel Administration 
for applicants from the general public, to encourage 
more applicants to take examinations and to increase 
the percentage of t hose who pass. 
* Inclusion of technical experts from the agencies 
to assist Training Personnel Technicians at 
the test taking seminars for those positions for 
which it has been traditionally difficult to recruit, 
i.e., General Const r uction Inspectors, Sewage 
Treatment Plant Attendants and Civil Engineers 
Series. 
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Listed are statistics which reflect percentages for examinations that have 
been held from July 1, 1982 to June 30, 1983. 
EXAMINATION TITLE 
Clerical Series, Level I & II, 
Registry of Motor Vehicles 
Assistant Manager of Computer 
Operations 
Manager of Computer Operations 
Microphotographer 
Sr. Microphotographer 
Head Lock & Draw Operator 
Central Mailing Room Clerk 
Sr. Statistical Machine Operator 
Child Support Enforcement Worker 
Clerical Series, Level I & II, 
Metropolitan District Commission 
Laboratory Inspector of Building 
Road Materials 
Safety Inspector 
Sr. Methods & Systems Analyst 
Electronic Computer Operator, 
Walk-in 
Financial Assistance Worker II 
Financial Assistance Worker III 
Motor Vehicle Examiner 
Clerical Series, Level I & II, 
Department of Public Works 
Financial Assistance Worker I 
Clerical Series, Level I & II, & III, 
Department of Public Welfare 
Administrative Assistant 
Asst. Program Development Specialist 
Program Specialist 
Sr. Program Specialist 
Clerical Series, Level I & II, & III, 
Department of Social Services 
TOTALS 
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TOTAL 
APPLIED 
331 
138 
75 
37 
12 
23 
508 
134 
1,537 
187 
27 
87 
207 
105 
1,897 
1,705 
4,062 
370 
2,145 
537 
1,642 
644 
979 
881 
292 
18,562 
MINORITIES 
APPLIED 
125 
22 
13 
12 
05 
01 
131 
43 
344 
74 
05 
09 
21 
26 
363 
300 
482 
124 
409 
220 
214 
93 
120 
99 
73 
3,328 
% OF MIN. 
APPLIED 
38% 
16% 
17% 
32% 
42% 
04% 
26% 
32% 
22% 
40% 
19% 
10% 
10% 
25% 
19% 
18% 
12% 
34% 
19% 
41% 
13% 
14% 
12% 
11% 
18% 
18% 
PUBLIC SAFETY RECRUITMENT 
Minority recruitment plans as required in the NAACP vs. Beecher Consent 
· necree for the state-wide Fire Fighter examination were developed and 
implemented. The recruitment campai gn was designed to attract minority appli-
cants between ages 19 and 32 for the June 25, 1983 Fire Fighter Examinatlon. 
Strong working relationships were developed among the Department of 
Personnel Administration staff,. municipalities, incumbent firefighters and 
active community leaders. Fire Chiefs released incumbent minority firefighters 
from duty to participate as role models and subject matter experts. Their par-
ticipation helped ensure that participants were given a realistic view of fire-
fighters, thereby ensuring that those who signed up for the exams were indeed 
interested and capable of completing the selection process. 
The final phase of the recruitment was centered around test preparation. 
Orientation seminars provided applicants with sample test items with the intent 
of helping applicants overcome test fears and help them to prepare for the exa-
mination process. 
Following is the results of the recruitment efforts. 
TOTAL MINORITY % MINORITY BLK. & HISP. % BLACK & 
CITY APPLICANTS APPLICANTS APPLICANTS APPLICANTS HISP. APPL. 
Boston 4,149 1,835 44.2 1,773 42.7 
Brockton 313 51 16.2 35 11.1 
Cambridge 368 60 16.3 58 15.7 
Holyoke 276 112 40.5 110 39.8 
Lawrence 114 20 17.5 20 17.5 
Lowell 346 23 6.6 20 5.7 
Lynn 297 26 8.7 24 8.0 
New Bedford 351 102 29.0 70 19.9 
Sprtngfield 721 432 59.9 430 59.6 
Worcester 728 247 33.9 237 32.5 
14,566 applicants from 256 muni cipalities applied to take this examination; 
3,172 (21.7%) were minority applicants of whom 2,993 (20.5%) were Black or 
Hispani c. 
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VETERANS REFERRAL 
The Veteran Interest Card Program was instituted under the provisions of 
General Law, Chapter 31, Section 26 as interpreted by the Personnel 
Administrator in Personnel Memorandum 79-8, dated April 1979. The purpose of 
the program was to give veterans, especially Vietnam veterans, first 
consideration for all provisional appointments in state agencies. 
Cards submitted by veterans are recorded, files are maintained, and referral 
letters are typed and sent to agencies upon request. The Veteran Service Program 
assists the candidate in the completion of the Interest Card, counseling via 
helping the candidate identify employment interest compatible to educational and 
occupational endeavors, and responding to inquiries. 
PUBLIC INFORMATION 
The Public Information Section responds to requests and inquiries from the 
general public, members of the General Court and Congress, the media, and state 
and municipal appointing authorities. Any inquiries regarding upcoming 
examinations, marks going out, establishment of eligible lists, labor service, 
change of address or name, additions or deletions to record and information on 
the civil service process are answered by this section. 
This section is made up of two 
units, they are the Information 
Counter and the Telephone Response 
Unit. Daily, these two units assist 
over 400 people. The daily 
correspondence answered by this 
section involves requests for 
standings on lists, copies of eligible 
lists, out-of-state mail, and 
dissemination of information on all 
civil service examinations. 
In April of this year, the Public 
Information Section began a new 
project of monitoring the compliance 
with section 18 of Paragraph 1 of 
Chapter 31 of the Massachusetts 
General Laws. This law requires that 
all open competitive civil service 
examination posters must be posted by 
the city and town clerks in the 
Connnonwealth of Massachusetts. In 
order to insure that the posters have 
been displayed for the public viewing, 
a compliance statement must be signed 
by the city or town clerk and sent to 
the Department of Personnel 
Administration. The response rate of compliance has been high in the three 
months since the implementation of this project. 
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BUREAU OF EXAMINATION 
The mission of the Examination Bureau is to fulf i ll the personnel needs of 
the Connnonwealth by providing a pool of qualified applicants for employment and 
advancement within state and municipal agencies, thereby promoting an effective 
merit system. Thi s is accomplished through the administration of an examination 
program which provides eligible lists to meet the needs of the state and munic i -
pal agencies classified under civil service. This program encompasses ordering, 
scheduling, and publicizing 
examinations, processing applications, 
administering the tests, processing the 
results of examinations, conducting 
medical exami nation and physical fitness 
testing when required, and establishing 
eligible lists. 
EXAMINATION ADMINISTRATION 
Examinations were held on 
forty-seven of the fifty-two weeks of 
the fiscal year. The 857 individual 
examinations during this period were 
administered to 50,826 applicants, In 
spite of a 4% decrease in the number of 
individual examinations held during 
Fiscal Year 1983, the number of 
applicants actually appearing for the 
test increased by 68% over the previous 
fiscal year. 
Use of electronic word processing equipment in some areas of the scheduling 
process has reduced the amount of time spent on certain procedures necessary to 
the administration of examinations. The installati on of a computer terminal in 
the Bureau marked the inauguration of a computerized Examination and List 
Information Processing System (ELIPSYS) whi ch wi ll increase the efficiency of 
the examination program. This system will ensure that requisitions from 
different agencies for identical titles are all processed when the examinations 
are scheduled, and will solve problems in scheduling which are the result of 
multiple applicat i ons filed by an individual applicant for banded examination 
titles. 
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Publicizing the examination program in Fiscal Year 1983 involved the 
distribution of over 480,000 examination announcements to City and Town Clerks, 
appointing authorities, and various public service agencies. In order to 
increase the effectiveness of such widespread distribution, a response system 
was initiated in order to ensure compliance ·with Section 18 of Chapter 31. This 
system assures that announcements of examinations are posted in accordance with 
the law and are avaUable to the public in all municipalities. 
Increased use of electronic word processing equipment has resulted in faster 
and more efficient preparation of draft announcements for review by appointing 
authorities, and thus in faster processing of agency requests for examinations •. 
Over 70,000 applications were processed for the examinations held during 
Fiscal Year 1983, an increase of 39% over Fiscal Year 1982. Two of the larger 
examinations administered were the statewide Clerical Services test, covering 
fourteen state and municipal titles, which drew 6,976 applications, and the 
entry-level Fire Fighter examination, which attracted 14,817 applicants. 
EXAMINATION PROCESSING 
The Post-Examination Section was able to release the marks on 34% more exa-
minations than during the last fiscal year; 58% more medical examinations were 
conducted. 
Fiscal Year 1983 also showeaa 68% increase in the number of applicants 
taking examinations. This is due in large part to the fact that some large open 
competitive examinations were held during the fiscal year: Clerical Series in 
October of 1982; Building Custodian in March of 1983; several large open and 
promotional examinations for the Department of Public Welfare in the first half 
of 1983; Fire Fighter in June of 1983. 
In an ongoing attempt to streamline the examination process an entrance 
requirement certificate was utilized. Applicants were required to sign a 
statement, under the penalties of perjury, that they met the entrance 
requirement. This was done on an experimental basis and a mechanism to test the 
accuracy of such statements was the simultaneous administration of a promotional 
examination involving many of the same people whose training and experience 
statements were marked for inclusion as a component in the general average 
compilation. 
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Examination 
Held 
Applicants 
Notified 
to Appear 
Applicants 
Examined 
Alphabetical 
Lists 
Established 
Pass/Fail 
Notices Sent 
Physical 
Fitness 
Test Given 
Eligible 
Lists 
Established 
Eligible 
Candidates 
STATE 
296 
48,103 
33,835 
323 
30,426 
N/A 
250 
10,710 
EXAMINATION BUREAU STATISTICS 
FISCAL YEAR 1983 
MUNICIPAL 
PUBLIC NON-PUBLIC TOTAL 
SAFETY SAFETY 
268 293 561 
19,013 4,693 23,706 
13,122 3,869 . 16,991 
206 292 498 
2,648 2,623 5,271 
276 N/A 276 
130 239 369 
5,049 1,598 6,647 
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TOTAL % CHANGE 
FROM 
FY-82 
857 -4% 
71,809 +39% 
50,826 +68 % 
821 +34 % 
35,967 +31 % 
276 -82% 
619 -3% 
17,357 - 2% 
.,.. 
CUMULATIVE PO ST-EXAMINATION PRODUCTIVITY REPORT 
(FY83 ) J ULY 198 2 - MAY 1983 (Inclu si ve) 
PAR T I - STATE AND MUNICIPAL EXAMINAT ION S HELD AND/OR PROCESSED DURING THIS PERIOD 
PUBLIC SAFE TY NON-PUBLIC SAFETY 
OP EN PROM TOTAL OPEN PROM QUALIFYING TOTAL TOTAL S 
EXAMINATIONS HELD 9 262 2 71 164 256 98 518 789 
APPLICANTS EXAMINED 433 3399 3832 24639 10419 98 35 156 38988 
--
ALPHABETICAL LISTS 4 176 180 185 380 N/A 566 745 
PASS/FAIL NOTICES 2194 2143 4337 22280 5932 N/A 28212 3 2 549 
MEDICAL HELD 4154 N/A 4154 N/A N/A N/A N/A 4154 
STRENGTH TESTS HELD 276 N/A 276 N/A N/A N/A N/A 276 
ELIGIBLE LISTS 7 108 115 165 302 N/A 467 582 
ELIGIBLE CANDIDATES 4528 481 5009 6132 3059 N/A 9191 14200 
I • I ' ( 
0\ 
,...., 
1. , l ' 
CUMUL ATIV E POST-EXAMINATI ON PRODUCTIVITY REPORT 
(FY83) JULY 1982 - MAY 1983 (I n clusive ) 
PA RT I I - STATE EXAMINATIONS HELD AND/OR PROCESSED DUR I NG THIS PERIOD 
PUBLIC SAFETY NO N- PUBLIC SAF ETY 
OP EN PROM TO TAL OPEN PR OM QUALI FY I NG 
EX AMIN ATIO NS HELD 0 4 4 84 151 1 2 
APPLICANTS EXAM I NED 0 2 10 210 21303 100 54 12 
ALPHABETICAL LISTS 1 1 2 106 179 N/A 
PASS/FAIL NOTICES 2 185 6 2 191 20 803 4890 N/ A 
SENT 
MEDICAL HELD 317 N/A 317 N/A N/A N/A 
STRENGTH TESTS HELD N/A N/A N/A N/A N/A N/A 
ELIGIBLE LISTS 0 1 1 94 145 N/A 
ELIGIBLE CANDIDATES 0 2 2 5211 2435 N/A 
l, 
TOTAL 
2 47 
3 1369 
2 8 5 
2 569 3 
N/ A 
N/A 
239 
7646 
TOTALS 
251 
31579 
2 87 
· 2 7884 
317 
N/A 
240 
7648 
0 
N 
CUMULATIVE POST-EXAMINATION PRODUCTIVITY REPORT 
(FY83) JULY 1982 - MAY 1983 (Inclusive) 
PART III - MUNICIPAL EXAMINATIONS HELD AND/OR PROCESSED DURING THIS PERIOD 
PUBLIC SAFETY NON-PUBLIC SAFETY 
OPEN PROM TOTAL OPEN PROM QUALIFYING TOTAL 
EXAMINATIONS HELD 9 258 267 804 150 86 271 
APPLICANTS EXAMINED 433 3189 3622 3336 365 86 3787 
ALPHABETICAL LISTS 3 175 178 79 201 N/A 280 
PASS/FAIL NOTICES 9 2137 2146 1477 1042 N/A 2519 
SENT 
MEDICAL HELD 3837 N/A 3837 N/A N/A N/A N/A 
STRENGTH TESTS HELD 276 N/A 276 N/A N/A N/A N/A 
ELIGIBLE LISTS 7 · 107 114 71 157 N/A 228 
ELIGIBLE CANDIDATES 4528 479 5007 921 624 N/A 1545 
f . 
' ' ,· 
TOTALS 
538 
7409 
458 
4665 
3837 
276 
342 
6552 
.--< 
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BUREAU OF RECORDS PROCESSI NG 
The primary mission of the Bureau of Records Process i ng i s the ma i n t enance 
of accurate personnel records for all state and muni c ipal employees a s required 
by statute and to certify qualified candidates to state and municipa l appointing 
authorities for consideration in filling civil servi ce posit i on vacancies. 
The Bureau is also responsible for the department ma i l con t rol f unc t i on as 
well as the coordination and conservat i on of bureau r ecord s and co r respondence 
in accordance with regulations promulgated by t he Reco rd s Cons erva t i on Board. 
LABOR SERVI CE 
During the past fiscal year, there has been a ma jor concen tra t i on of effort 
to complete the delegation of the labor service funct ions of s ix t y- t wo 
municipalities under the mandate of Civil Service Ru l e 30 . Des pite limi ted 
resources, 11,902 employees history records, 81,838 el igible l ist r ecords and 
all pertlnent correspondence necessary to the process ing of the de l egated 
functions were prepared and transferred to the municipali t ies' personnel . This 
effort also included preparing instructi onal materials and partic i pating in 
several three-day training sess i ons for the local administrators . 
PMIS 
In August of this fiscal year, the Personnel Management I nf ormation System 
(PMIS) pilot project was begun at Lakeville Hospital , State Depar tment of Publ ic 
Health. In October, Tewksbury Hospital became part of the pilot proj e ct . 
During the pilot period, personnel actions from t hese two hospitals were deli-
vered directly to this bureau in an effort to synchronize the current Depar t men t 
of Personnel Administration personnel record system with PMIS and to ensure that 
the new system was fu~ctioning properly. By the end of this fisca l year , al l of 
the Department of Public Health's employee s (4000) had been incorporated into 
the system. 
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Personnel within the Bureau have provided technical assistance to the Public 
Health agency personnel and with the Office of Management Information Services 
as well as attended numerous training classes as the program has developed. 
MUNICIPAL SERVICES 
Despite the effects of the Boston Tregor Bill and the impact of Proposition 
2112, the Municipal Services Section of the Bureau accomplishments during this 
period, were as follows: 
902 reinstatements as a result of 
past Propos it.ion 2112 re-hiring 
564 appointment approvals 
11,959 personnel records processed 
1,331 public safety appointments approved 
SECTION 26 
Section 26 of the Chapter 767 of the Acts of 1981 has had great impact on 
this Bureau. State appointing authorities reported approximately 12,000 
Section 26 qualified provisional employees. The personnel records of these 
employees have now been up-dated to include the spec:ial "Temporary After 
Certification" status all eligible persons received as the first s tage of the 
implementation process. Still ongoing is the necessary research, review and 
correction of some of the submitted informat:lon and the notification to the 
appointing authorities of the examinations which need to be scheduled. 
ADMINISTRATIVE IMPROVEMENTS 
A major accomplishment has been the acquisition of microfilming equipment 
which provides us with the capability of filming and converting to updatable 
microfiche storage the voluminous departmental records and correspondence which 
must be maintained and preserved under several statutory mandates. Such 
processing will eliminate the need for more storage space and will require less 
effort in the periodic purging of the files. 
Since its acquisition, approximately 500,000 records i ncluding personnel 
history records of state employees and several delegated municipalities have 
been filmed. Another advantage is the ability to view records more easily and 
to obtain prints of an entire film record or portion thereof which will be inva-
luable in dispensing public information. 
ELIPSYS 
Although the Examination and List Information Processing System (ELIPSYS) is 
still being developed, one phase of it has been implemented as it pertains to 
the requisitions process. Many manual tasks have been eliminated. As ELIPSYS 
and PMIS become fully operative, the Bureau of Records Processing will profit 
tremendously through the reduction of the processing of paperwork and the direct 
access all state agencies will have to these records through the use of agency 
based computer terminals. 
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TYPE OF ACTION 
--
REQU ISITIONS RECEIVED 
REQ UISITIONS - MANAGERIAL 
I•: Xi\ M I Ni\T I ON REFERRALS 
FORM 5 55 ' S an d 556 ' S 
I' IW V l S IO N AL APPOINTMENTS 
PROV I S I ON AL PROMOTIONS 
CERTI FI CAT IONS SENT 
cJll MllER OF APPLICA NTS 
CFln'lF IE D 
~U MBE R OF APPOINTMENTS AUDI TED 
i\ ~ [) APPRO VE D FROM EL IGIBL E LIS TS 
CHAPT ER 7 6 7 , S ECTION 26 ENTR IE S 
'1'1-:LE PH O NE INQUIRIE S 
-
BUREAU OF RECORDS PROCE SS IN G 
STA TIST ICS 
STATE MUNICIPAL SERVIC ES 
SERVICES PUBLIC SAFETY NON - PUBLI C 
11,802 l, 89 5 2, 122 
749 
223 154 304 
73,156 
86 2, 19 2 
230 580 
2,444 66 1 76 4 
64,753 5,220 6, 3 66 
2,091 1, 2 3 1 5 64 
12,50 5 
14,797 
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LAB OR TOTAL 
SA FETY SERVI CE 
90 5 16,724 
749 
681 
73 ,1 56 
1,6 5 4 3 , 932 
810 
87 3 , 956 
5 , 2 15 8 1, 554 
284 4 , 1 7 0 
12 , 505 
14 , 797 
OFFICE OF LEGAL COUNSEL 
The Office of Legal Counsel of the Department of Personnel Administration 
functions as an internal legal counsel to the agency in the areas of legal 
advice, policy-making, investigations, negotiations, and as advocate in admi-
nistrative trial and appellate work. The Office also assists the Department by 
drafting legislation which will implement established policy. It works closely 
with the Governmental Bureau of the Department of the Attorney General, in pre-
paring defenses in court proceedings filed against the Department. Hearings as 
mandated by statute are held by the Office of Legal Counsel. 
COURT CASES 
During FY 1983, the Department 
began the implementation of the 
provisions of the Civil Service 
Reform Act for the benefit of 
certain provisional employees. The 
implementation of Section 26 of the 
Civil Service Reform Act was 
challenged at the administrative 
appeal level and in the Massachusetts 
courts. At all levels the depart-
ments complex program has withstood 
challenge. 
Implementation of the federal 
court decrees designed to increase 
minority membership in municipal 
fire ~nd police forces continues. 
The eligible list from the 1981 
police services examination was 
established and the state-wide 
police services examination was 
administered in FY 1983. The consent 
decree entered toward the end of 
the fiscal year permitted the 
supplementation of the existing 
police eligible list by minority 
candidates from the expired 1979 
police examination eligible list 
and from the new motor vehicle examiner eligible list established during FY 
1983. The appeal of the state defendant from the district court order requiring 
layoff and rehiring of the minority police and fire officers of the City of 
Boston in violation of civil service law was heard by the United States Supreme 
Court in FY 1983; the court remanded the matter to the district court for a 
decision as to mootness of the issue. 
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HEARINGS 
Thirty-nine (39) hearings were held by the Office of Legal Counsel on 
matters of ethnic identity, residence, qualifications for employment in 
connection with applicants' history of criminal conviction, drugs or alcohol 
abuse and on appeals of appointing authorities' decisions that employees had 
voluntarily separated from service. Decisions in each of these cases were 
issued by the Personnel Administrator. The two department attorneys r epresented 
the Department at 83 hearings before the Civil Service Commission, and assis t ed 
Bureau Directors in representation at 66 hearings. The Office of Legal Counsel 
assisted the Department of the Attorney General in representing the Personnel 
Administrator in more than 25 court cases and in reaching settlement agreements 
in five cases. Staff counsel represented the Personnel Administ r ator in cour t 
in two cases. 
THE CIVIL SERVICE REFORM ACT 
Chapter 767 of the Acts of 1981, effective in January of 1982, increased the 
responsibilities and authority of the Department in many areas. The Department 
of Personnel Administration has moved slowly in implementation of the 
far-reaching reforms so as to apply the merit principles articulated by the 
Reform Act itself to each new program required by Chapter 767. The Office of 
Legal Counsel in FY 1983 began redrafting the Civil Service Rules to accommodate 
Reform Act changes. 
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DIVISION OF 
MANAGEMENT 
SERVICES 
In January, 1982, Chapter 767 of 
the Acts of 1981, popularly known as the 
"Civil Service Reform Act," became law 
establishing the Department of Personnel 
Administration and reorganizing the 
structure by creating three divisions. 
The reorganization underscored the 
logical link of activities in the 
Bureaus of Classification, Selection and 
Employee Development by grouping them 
into the Division of Management 
Services. The mission of the Division 
is to provide an integrated approach to 
personnel management for state agencies 
and municipalities through the 
establishment and implementation of a 
comprehensive program for the 
classification of positions, the 
selection of candidates and the training 
and development of .employees. 
During this reporting period, 
emphasis was placed on analyzing the 
activities of the Division's bureaus in 
relation to one another and assessing 
the needs of the agencies to whom we 
provide services, with the objective of 
integrating and streamlining personnel 
operations to meet such needs in a more 
timely and efficient manner. 
As part of this effort, Agency Liaison Officers (ALO's) were selected for 
each of the Executive Offices and major state agencies to serve as key represen-
tatives between appointing authorities and the Division of Management Services. 
In March, an orientation session was held to define the role of the ALO's and to 
introduce them to the operations and programs of the Division. The 
ALO/Management Services group continues to meet bimonthly to facilitate the flow 
of information, discuss issues of connnon interest and provide ALO's the oppor-
tunity to have input to Management Services' programs. Each meeting included a 
key presentation on one of the major programs within the Division, such as 
"DPA/Agency Maintenance of the Management Classification System." "Test 
Construction and Validation - Agency Impact" and "A Comprehensive Approach to 
Management Development." The ALO group is a strong link to top decision makers 
throughout the state and will serve as an important "sounding board" as DPA 
introduces new statewide programs and policies. 
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As part of its efforts to improve communication and understanding of the 
activities within Management Services, the Division developed a detailed 
briefing on "The Scheduling Process" which was presented to staff of the House 
and Senate Committees on Ways and Means and to key management staff of DPA. 
As a result of its planning and analysis efforts, the Division of Management 
Services will assume a leadership role in the establishment and implementation 
of a comprehensive management development program and a delegated system of per-
sonnel management in the Commonwealth. To facilitate these programs and 
strengthen the integration of personnel activities, the Division has taken steps 
to establish teams of specialists comprised of a classifier, examiner and 
trainer from each of the Division's bureaus who will provide on-site technical 
assistance and advice to state agencies in addressing their overall personnel 
management needs. 
In the classification area, a program for the decentralization of classifi-
cation plan maintenance and the delegation of personnel authority for selected 
classification actions will be operationalized in the Fall of 1983. In January 
1984, a program for the delegation of certain selection functions will be 
offered to state agencies who choose to assume responsibility for such activi-
ties as administering, scoring and establishing certlfication lists for promo-
tional examinations. In the management development area, an expansion of 
current training programs will be initiated in August of 1983 to provide a con-
tinuing training and education cycle for all managers from the day of appoint-
ment through promotion to varying levels in the classification and pay system. 
Finally, through the coordinated efforts of DPA and the Office of Employee 
Relations, a phased unit by unit implementation of the Statewide Cl assification 
Study of non-management positions will begin in the next fiscal year to modern-
ize the state's personnel system and provide career ladders that enhance 
employee growth and mobility. 
Our objective for fiscal year '84 is to create a network of management ser-
vices programs which is more responsive to the needs of state agencies. The end 
result will be a system which allows ~anagers to manage their own operations and 
improve productivity and efficiency, thus providing a higher quality of programs 
and services to the citizens of the Commonwealth. 
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BUREAU OF SELECTION 
The major function of the Bureau of Selection is to develop and produce 
instruments of selection (written and oral examinations, practical tests, 
training and experience rating schedules, etc.) in order to rank and certlfy 
candidates for merit system appointment and promotion as well as to monitor and 
evaluate the methods of selection used by state and municipal agencies 
(including public safety promotional and entry-level positions). 
During the reporting period the Bureau's accomplishments were as follows : 
The number of examinations constructed and administered 
in fiscal year 1983 remained approximately the same as 
fiscal year 1982. However, the number of applicants 
who were examined increased by 68% (20,000 ). 
Improvements continue to be made in meeting the r equire-
ments of the Culbreath Consent Decree. During the 
fiscal year, 87 examinations were constructed and 
administered under the terms of the consent decree. 
Additional word processing equipmen t was procured 
during the year. Examinat i on related materials such 
as examination announcement information and tra i ning 
and experience rating schedules have been s tore d on 
floppy disks for quick refer ence, thus improving t he 
productivity and efficiency of the bureau. 
The examination for entry-level fire f i ght e r was 
administered on June 25, 1983 to 10 ,000 applicants . 
The construction and validation of t he examination 
involved pretesting the examinat i on , i ncumbent tes ting 
of the examination and extensive li te r ature resear ch 
and statistical work. Also, the police officer exam-
ination scheduled to be held on October 1, 1983 was 
successfully pretested during the f i sca l year. 
Extensive research work requi r ed f or the planni ng a nd 
implementation of Section 26 of Chapter 767, Acts of 
1981 was completed. 
29 
During this fiscal year, the bureau began the research work necessary to 
bring about voluntary delegation of the selection function within state govern-
ment. Eventually, total responsibility for this funct ion could be shifted from 
the centralized personnel agency (DPA) to each individual agency and/or 
appointing authority. The first step toward meeting this major objective in 
FY'84 is to set up the parameters within which the new system will operate. 
Initially, positions in Culbreath agencies and public safety positions will not 
be involved in the delegation function, and only promotional examinations will 
be included. A list of 50 examination booklets will be constructed for agency 
use and will cover a total of 100 titles that represent 65% of the civil service 
positions in the state agencies. The steps in the process of delegation will be 
as follows: 
1. Prepare the written examination material which will 
facilitate and allow for the delegation of examination 
administration to the interested state agencies. The 
administration of the examinat ion material will require 
the cooperation of other bureaus within DPA. Agenc i es 
will post the examination announcements for promotional 
examinations and create and establish their own 
certification lists. (FY'84) 
2. Train individuals in interested state agencies to 
construct their own written examinations and other 
selection devices such as training and experience 
rating schedules, assessment centers, oral 
examinations. (FY'85) 
3. Continue the training of agency personnel and conduct 
a pilot stuny of a totally decentral ized select ion 
system. (FY'85) 
4. Provide the technical assistance nece s s ary to 
(a) maintain and expand , where possibl e, the 
delegation of the selection function and (b) 
enhance the selection process for all positions. 
Also, monitor and audit the selection process 
which is conducted by the individual state 
agencies. Auditing will be done on a continuous 
basis by Bureau of Selection personnel in accord-
ance with merit system principles and practices. 
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BUREAU OF CLASSIFICATION 
The mission of the Bureau of Classification is to provide for a current and 
flexible classification plan which meets the needs of state and municipal 
agencies in providing programs and services to the citizens of the Commonwealth. 
DECENTRALIZATION AND DELEGATION 
Staff members were involved in 
planning and preparing for the 
implementation of a decentralization 
and delegation program designed to 
assist state agencies in fulfilling 
their responsibility to keep the 
state's classification plan current 
while increasing decision making 
authority and accountability for 
personnel classification matters at 
the agency level. The program's 
goal is to increase efficiency and 
productivity by making the system 
more responsive to agency needs 
while ensuring compliance with merit 
system principles. 
A detailed personnel instruction 
and an orientation session which 
will provide appointing authorities 
with the information necessary for 
agency implementation of the program 
have been prepared. A training program and comprehensive procedures manual have 
been developed for agency personnel who will be responsible for carrying out the 
program's goals and objectives. When agency personnel return to their 
respective agencies they will be provided with on-the-job training and 
continuing on-site technical assistance and advice by Bureau of Classification 
staff members. DPA staff members will monitor state agencies through an audit 
program to ensure compliance with established standards. 
Successful implementation of Decentralization and Delegation requires a 
cooperative effort between DPA and the state agencies particularly as the new 
policy and procedures are integrated with agency personnel operations. 
MANAGEMENT CLASSIFICATION AND COMPENSATION 
A maintenance program, including a "management classification level" control 
policy, was developed and implemented in order to keep the management 
classification plan current and to ensure that management payroll costs are 
directly related to the actual job content of positions. Guidelines were 
developed, supplemented by technical assistance and advice from the staff, to 
assist agencies in maintaining the integrity of the system. An audit of every 
agency's management personnel records was conducted to ensure that file 
information conformed to established standards and procedures and to identify 
areas where assistance was required. 
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Job evaluatlon training sessions were conducted to ensure that a suff l cient 
number of agency evaluators were available to partici pate in the job evaluation 
committee process. Job evaluat.ions were conducted for management positi.on 
questionnaires received from state agenc.ies under the ongoing malntenance 
system and from the DPA Office of Appeals and Standards as a result of the 
Chapter 699 Appeals Process. 
The bureau's fiscal year 1984 priorities are listed below: 
Implement the decentralization and delegation 
program for the classification system with a 
primary focus on training, technical adv i ce 
and assistance to the state agencies. 
Maintain an ongoing program of maintenance for 
the management classificat i on system which wil l 
include an audit component to insure that the 
Management Classi.fication Plan is kept current 
and responsive to the changi ng requ i rements of 
managerial positions. 
Implement portlons of the non-management 
Statewide Classification Study through the . 
collective bargaining process. 
Distribute new non-management job specif i cations 
to agencies · for review and comment. 
Comple~e the reevaluation of indivi dual managerial 
positions resulting from the appeals pr oces s . 
Train additional agency personnel as job evaluator s. 
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BUREAU OF EM PLO YEE DEVELOPMENT 
The mission of the Bureau of Employee Development is to enhance the quality 
of state services and the productivity of employees, supervisors, managers and 
executives. The primary focus of the Bureau's activities is on the installation 
of increased capacity within each state agency to manage the personnel, systems, 
materials and financial resources placed at its disposal. There are four 
training programs administered through this Bureau, they are as follows: 
TIER I Emphasis is upon the training of instructors 
who can teach fellow employees a seven day 
course of supervision. Sixty supervisors and 
managers completed the program during the 
current year bringing the total number of 
course graduates to 167. During the next year 
60-90 additional instructors will be trained. 
TIER II -- This is the basic management development program. 
It is seventeen days in length and culminates in the 
completion of individual work related projects. 
These projects are later implemented at the respective 
agencies. One hundred seventy managers completed 
this course during the past year. 
TIER III -- The Advanced Management Program uses Tier II or an 
MBA/MPA degree as a prerequisite. The emphasis is 
upon the development of several course options so 
that persons who are employed in a variety of 
disciplines may find material of specific interest 
and value. Each senior manager must complete 
several graduate level papers prior to completion 
of the program. Sixty senior managers were graduated 
this year. 
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TIER IV - The Executive Development Program consists of a f i ve 
day residential program followed by several one day 
seminars. Top decision makers in state service are 
accorded a pressure free environment in which to 
consider policy level issues confronting state 
government. Ei ghty executives completed thi s course 
during the past year. 
Universlty of Massachusetts, Harvard Universlty and Brandeis Univers i ty are 
the academic vendors selected to work with Bureau staff i n presenting TIERS II, 
III, and IV. TIER I is handled solely by the Bureau. 
Included in the Bureau's fiscal year 1984 plans: 
The Secretary of Admi nistrat i on and Fi nance w111 issue 
an Adminlstrative Bulletin supportlng the concept of 
management development. A three year tral ning plan 
will be developed for every manager cons i stent 
wi th the four-tier management development program 
offered by DPA. The result will be a uniform comprehensive 
management development system for managers in state service 
which should enhance product l v i ty and eff i c i ency. 
Expand the TIER II course offerings to i nclude a 
variety of data processing related courses for non-
data processing managers. This progr am wi ll place 
a variety of new tools and concepts at the disposal 
of Massachusetts' public managers. 
Expand the TIER III course offerings to .include 
the following areas of policy and management. 
The Managerial Climate -- Problems 
and Opportunit l es In Managing 
People 
Human Resource Flows -- Strategic Planni ng 
Manag~rial Communicat i ons and Feedback 
Labor - Management Relat l ons 
Human Resource Planni ng - - Managi ng a 
Changing Workforce 
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A variety of other courses including "Administration 
of Paid Sick Leave Benefits" and "Orlentation for 
New Managers" will be added to the TIER I - Instructor 
Training Program. 
A "Handbook for Executives" which was written by the 
Kennedy School of Government, Harvard University will be 
published. This handbook will assist new executives 
to understand and master the major state managerial 
and control systems. 
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OFFICE OF APPEALS AND STANDARDS 
The Office of Appeals and Standards provides a quality control review 
of the Department of Personnel Administration's classification, test 
construction, and examination programs through the adjudication of appeals of 
classification, protests concerning the content and relevency of examinations, 
and appeals on the marking of examinations. This Office also develops, conducts 
public hearing on, and recommends approval of improved personnel policies, rules 
and regulations, and develops and disseminates standards for their consistent 
application. A member of the staff of this Office also represents the 
Personnel Administrator as liaison with the Office of Employee Relations. 
CLASSIFICATION APPEALS 
The Classification Unit hears and renders decisions on all appeals for the 
reallocation of individual positions under the provisions of Chapter 30, Section 
49, including the reallocation of management positions as authorized by Chapter 
699, Acts of 1981 (initial allocation to the Management Classification and Pay 
Plans); and grievances under the provisions of Chapter 30, Section 53 for 
employees not covered by collective bargaining agreements. This Unit provides 
guidance to State agencies, employees, other governmental jurisdictions, and the 
general public on a variety of policies, procedures, principles, laws, rules, 
and regulations governing the Commonwealth's personnel system through the 
development and dissemination of informational memoranda and response to 
inquiries. The Classification Unit also develops agenda for, conducts public 
hearings on, and recommends approval of new and revised rules and regulations. 
In Fiscal Year 1983 the number of non-management classification appeals 
filed increased by 39% over the previous Fiscal Year. This coincided with the 
adjudication of the f i rst management classification appeals under the 
Commonwealth's new Management Clasoification and Pay Plans. Of these 
management appeals, 569 were filed under the special provisions of Chapter 699, 
Acts of 1981 and 106 under the provisions of Chapter 30, Section 49. Obtaining 
required documentation for management appeals, verifying appellants' appeal 
rights under Chapter 699, and related record-keeping resulted in a major new 
clerical and administrative effort. The increase in non-management appeals and 
dividing of resources between non-management and management appeals created a 
substantial backlog. Nevertheless, 303 non-management classification appeals 
were heard, an additional 63 were withdrawn or resolved administratively, and 44 
hearings were postponed at the request of the appellants. 
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Of the 569 Chapter 699 appeals, 97 have been completed and decisions issued; 39 
have been reviewed and are awaiting the results of new committee evaluations 
using the Hay Job Evaluation methodology or receipt of recommendations by 
Appointing Authorities; and 33 have been withdrawn or resolved administratively. 
None of the 106 Chapter 30, Section 49 management appeals filed can be 
adjudicated until all Chapter 699 appeals have been resolved. A change in 
procedure whereby review of appellants' documentation, and not a hearing, is the 
basis for preliminary decisions on management appeals has shortened processing 
time considerably but is dependent on the timely receipt of required 
documentation from appellants and their Appointing Authorities. 
The Classification Unit also represented the Personnel Administrator before 
the Civil Service Commission at 76 position reallocation hearings; participated 
in periodic meetings held by the Office of Employee Relations covering a variety 
of personnel and related matters; heard and rendered a decision on one 
grievance; held one public hearing; issued several informational bulletins and 
memoranda; and conducted one survey of management benefits. 
Performance measures for the Classification Unit include decisions which are 
consistent with the principles of classification, organizational analysis, and 
precedent. The Bureau of Classification and the Office of Employee Relations 
are advised of issues arising in hearings that are within their respective 
jurisdictions. 
EXAMINATION APPEALS 
The Examination Unit processes requests for reviews (appeals) under the 
provisions of Chapter 31, Section 22, from individuals who have taken 
competitive examinations and are contesting the marking of essay questions, the 
marking of training and experience or the finding that they did not meet the 
entrance requirements to qualify for admission to the examination or are 
challenging the relevance or the content of an examination (protests). This 
Unit provides guidance to applicants on the appeal process and related laws, 
rules, and regulations. 
In Fiscal Year 1983, 553 appeals resulting from 182 examinations and 135 
protests resulting from 76 examinations were filed. Thi s represents a 21% 
increase in appeals and a 34% decrease in protests since Fiscal Year 1982. The 
decrease in the number of protest~ is based partly on the efforts of the 
Examination Unit to advise the Bureau of Selection on recurrent problems 
identified in the processing of protests and that Bureau's cooperation in 
avoiding repetition of problem items in constructing new examinations. In all, 
535 appeals resulting from 160 examinations and 108 protests resulting from 66 
examinations were completed and cieclsions rendered. 
Performance measures for the Examlnatlon Unit include the correct 
application of the provisions of Chapter 31 in th2 processing of appeals and 
protests and contlnued efforts to advise the Bureau of Selection and the Bureau 
of Examination of problem areas. 
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DIVISION OF 
TECHNICAL 
SERVICES 
The primary purpose of the Technical Services Division is to provide spec-
ialized staff capability to develop and implement programs which will bring 
about improvement in the management and productivity of state and municipal 
agencies and of- the Department of Personnel Administration itself. Thus the 
three bureaus of the Divisi·on, Planning and Research, Technical Assistance and 
Systems Development are heavily project and consulting oriented with little 
staff time or effort being devoted to regularly recurring procedural activities. 
Three of the four major programs addressed within the Division during FY 83 
originated with legislative mandates. In each case, scope was broadened to more 
effectively address larger issues involved and to attempt to insure that greater 
effect will be achieved than would have been so if there had merely been per-
functory attempts to quickly satisfy the specif i c content of the legislation . 
The Bureau of Planning and Research was charged with responding to legis la-
tion outlining requirements concerning performance evaluation and the establish-
ment of a career management service for state agency managers. 
The Technical Assistance Bureau was charged with completing the mandated 
delegation of Labor Service list administration to cities and towns. Heavy 
emphasis was placed on building local awareness of the fact that an opportunity 
existed to significantly improve overall Labor Service operation. Appropria te 
officials were individually briefed concerning the impact of the change, s emi-
nars were held, records conveyed, and local operation begun. The result has 
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- been that cities and towns have generally been successful in performing an acti-
vity which they had originally viewed with apprehension and, in several instan-
ces, hostility. Completion of this delegation program at the end of fiscal year 
1983 was a major step toward building local personnel management capability and 
confidence. 
The major project involvement of the Systems Development Bureau addressed 
serious structural deficiencies in departmental processing activities and 
records maintenance. No enterprise can long survive, let alone be effective 
without maintaining appropriate records. Increasingly, the success of every 
organization depends upon the quality and timeliness of information which can 
be extracted from its basic "set of books". DPA has unfortunately encountered 
difficulty in maintaining its records in recent years, yet records are critical 
to the success of every program of the Department. A large part of the depart-
ment's staff is engaged in records maintenance and the extraction of products 
based upon them. Potential for significant productivity improvement exists here 
and the development efforts have also stressed this critical aspect. 
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BUREAU OF PLANNING AND RESEARCH 
The Bureau of Planning and Research has completed its first full fiscal year of 
operation. It was established on July 1, 1982, pursuant to the civil ser-
vice reform legislation. 
The Bureau has three principal missions: 
To design, develop and oversee human resource management programs in 
response to the mid-term and long range personnel needs of the 
Commonwealth. 
To conduct longitudinal employee selection validation studies. 
To act as an internal and external consultant, especially in those 
personnel matters not expressly included in the functions of the other 
Bureaus of DPA. 
There were accomplishments in each of these areas: (1) two major personnel 
programs have begun to take form, performance evaluation and career management 
service; (2) a comprehensive job analysis and content validation study of two 
jobs in the fire service career ladder was completed and turned over to the exa-
miner staff; and (3) the Bureau continued to oversee a number of smaller 
programs, including the psychological screening of applicants for entry level 
public safety positions, and two examination delegation projects. These and 
related accomplishments are described below. 
PERFORMANCE EVALUATION 
One of the principal projects undertaken by the Bureau is the development of 
a performance evaluat·ion system for Commonwealth managers in response to recent 
amendments of Chapter 30 and 31 of the Massachusetts General Laws. Initially, 
intensive research was undertaken. At the end of last fiscal year a team of 
recognized experts in performance evaluation was assembled to serve as con-
sultants to DPA, and each submitted a report on the issues and possible avenues 
of approach. Early this fiscal year an intensive review of these reports and of 
the performance evaluation literature was undertaken, culminating in the 
drafting of a report to the legislature (as required by the civil service reform 
legislation), and development of a performance evaluation library, including 
texts and a selection of performance evaluation systems from other state, 
federal, and municipal agencies and the private sector. 
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,_ Following these preparatory steps the Bureau established the content and for-
mat, and suggested policy and implementation strategy for two model performance 
evaluation systems; Management for Results (MFR) and Managerial Function (MF). 
Sample forms and accompanying instructions for both systems have been typeset. 
Work on a training program for both systems has begun. 
CAREER MANAGEMENT SERVICE 
A survey of the career management programs of other states and the federal 
government was completed, and an outline for a Career Management Service for 
Massachusetts was drafted which builds on the best in these systems while 
addressing the specific mandates of the enabling legislation. Contact was made 
with the Executive Office of Environmental Affairs, named for pilot implemen-
tation by the legislation, to discuss implementation strategies and timetables. 
FIRE SERVICE VALIDATION STUDY 
In response to a need enunciated by the fire service and the Civil S~rvice 
Commission, a full scale multi-year content validation study was undertaken to 
identify the proper examination areas for the classes in the fire service ·above 
the level of fire fighter. The study was based on a job analysis of each of 
these classes. The frequent and critical duties of the fire lieutenant and cap-
tain positions were determined using a job analysis technique modeled on that 
used for the statewide classification study conducted by the Classification 
Bureau. Then the material needed for examination announcements was prepared, 
including a list of required knowledges and abilities and an examination reading 
list developed by a fire service committee empaneled for this purpose. This 
study was completed for the fire lieutenant and captain and a written report and 
supporting material was provided to the examiner staff. 
PSYCHOLOGICAL SCREENING 
The number of municipalities requesting delegated authority to conduct 
psychological screening of public safety applicants grew dramatically. The 
number of approved municipal psychological screening plans increased threefold, 
from 12 to 36. This mirrors the nationwide concern that persons entrusted with 
the public safety be psychologically fit to perform under stressful job con-
ditions. Fairness to the applicants is ensured, in part by the right of appeal 
to the Personnel Administrator. 
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CONSULTATION 
In fulfilling its mission to provide research and consultation support to 
DPA and other state agencies and municipalities, the Bureau of Planning and 
Research authored nine research reports and four internal research memoranda 
during FY 83. The Bureau further consulted on personnel evaluation with six 
other Massachusetts agencies. The Bureau's consultation and research activities 
dealt with many topics, including: 
Correction Officer Medical Standards: An evaluation of weight 
standards for men and women. 
Statistical trends in the number o~ provisional employees. 
Comparable worth - a preliminary look at the extent of job 
segregation by" sex in the state workforce. 
The relative passing rates of minority applicants for 
several major examinations ("adverse impact analysis") 
Age distribution of the state and national workforces. 
Feasibility and method for transferring the physical 
abilities testing portion of the entry-level fire-fighter 
examination from its outdoor location to an indoor location, 
to allow year round examinations. This included the 
development of a new "ladder-climb" test, a test of acrophobia. 
Training as an affirmative action for promotional examinations. 
The feasibility of banding entry level public safety 
examinations. 
The implications of the Supreme Court decision in Teal vs. 
Connecticut for the Massachusetts examination program. 
Oversight of. the delegated assessment-center examination 
for Vocational Rehabilitation Counselor, now in its final 
stages. 
Initiation of a delegated examination program for Boston 
Police Sergeant pursuant to the MAAP vs. Jordan Consent decree. 
Oversight of the determination of need component of the 
Department's selective certification process. 
Rule 14 ( "3+3" ) methods, procedures and policy. 
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BUREAU OF TECHNICAL ASSISTANCE 
The Civil Service Reform Act mandated .the establishment of a Bureau of 
Technical Assistance with a mission to assist state agencies and cities and 
towns in understanding and complying with Civil Service law, rules, and person-
nel processes, · and to audit for compliance. The Bureau was formally established 
by DPA in July, 1982. The ~nitial year centered on the definition of the 
Bureau's role both within and external to DPAi on the translation of the broad 
legislative mandate into specific programs, and on the identification and 
prioritization of individual goals and tasks appropriate to that role. 
The Bureau of Technical Assistance also holds primary departmental respon-
sibility for the development and implementation of the municipal delegation and 
decentralization efforts. This comprises three separate functions: (1) 
implementation of Civil Service Rule 30, which mandated delegation of Labor 
Service functions to all cities and towns., (2) continued delegation of 
Official Service functions under M.G.L. Chapter 31, Section 5(1), and (3) deve-
lopment of procedures for implementation of M.G.L. Chapter 31A (decentralization 
and establishment of independent municipal merit systems). 
DELEGATION AND DECENTRALIZATION ACTIVITY 
During FY'83 an additional 17 municipalities accepted delegation of Labor 
Service functions. Two sep.arate three-day training sessions were held for newly 
designated municipal Labor Service Directors to familiarize them with applicable 
Civil Service law, rule, and procedures. Additionally, a two-day review and 
information program was offered to all Labor Service Directors in December; 
approximately 50 representatives from 40 communities participated. By June 30, 
1983, delegation of Labor Service functions under Civil Service Rule 30 to the 
69 affected municipalities was essentially complete. The Bureau continues to 
offer procedural guidance to delegated Labor Service communities on an on-going, 
basis, responding to an average of fifty requests a week for technical 
assistance. 
It is projected that this level of involvement will continue throughout 
FY'84. Repeat training sessions will be offered annually to assist those muni-
cipalities in which there has been transition of staff serving as Labor Service 
Directors. 
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Emphasis on completion of Rule 30 required heavy commitment of staff resour-
ces to thi s project and precluded any activity in the area of voluntary delega-
tion of Official Service funct i ons under M.G.L. Chapter 31, Section 5( 1). 
Bureau staff continued to provide technical support in t he areas of records 
maintenance, examination orderi ng, cer t ification , appointment, and classifica-
tion, to the seven communities administering official service functions t hrough 
delegation. 
The Bureau of Technical Ass istance responded to several municipal inquiries 
relative to the requirements for decentralizat ion under Chapter 31A. No formal 
proposals for implementation were fi l ed . There is soIBe concern by the 
muni cipalities regarding the potential costs of establishing an independent 
merit system. 
AUDIT ACTIVITY 
During FY'83, only one Labor Service audit was performed . Although Civil 
Service Rule 30 specifically r equires this Agency t o audit delegated Labor 
Service functions in each municipality every six-months, the size of the 
Bureau's staff and the commitment of those limi ted resources to other prLorities 
substantively i mpai r ed the s taff' s ability to perform. 
Although t he complet ion of Rule 30 implementation may enable the Bureau ' s 
staff to slightly increase the frequency of municipal audits, it would be 
unrealist i c to predict any real ability to comply with this requirement without 
a substantive i ncrease in resources. Similar concerns must be raised with 
resource limitat i ons on auditing municipalities delegated under M. G.L . Chapter 
31, Section 5( 1); a statutory requirement for audit is also contained in Chapter 
31A and will be considered s hould proposals be received under t his provision. 
TECHNICAL ASSISTANCE PROJECTS 
In January, 1983, a four page Technical Assistance Need s Survey was mailed 
to all municipal Appointing Authorities within the Commonweal th. Analy s is of 
the response was completed in mid-May and a summary of findings was forwar ded to 
all responding appointing authorities shortly after t he end of t he fiscal year. 
The survey clearly identified strong municipal concern over the 
accessibility, quality, and clarity of information available to Appointing 
Authorities, employees, and applicants regarding Civil Service. A major 
objective for t he Bureau in FY'84 will be the development of procedural manuals, 
trai ning programs, and i nformational mailings responsive to the specific needs 
identified. Work has already been initiated on a r evised Municipal 
Classification Manual and an Applicant Handbook . 
Past centralization of the Civil Service system, combined with this Agency 's 
lack of a viable field presence in those communities outside of metropolitan 
Boston, has contributed to a lack of unders t anding of and adherence to Civil 
Service procedures. Thi s Bureau has assumed primary agency r esponsibility for 
providi ng on-s i te and visible assistance relative to the establishment, 
maintenance, and monitoring of improved local personnel systems. During FY'83 
more than 30 on-site visits were made to muni cipalities throughout the 
Commonwealth; i t is anticipa ted that this act ivity will accelerate during FY'84. 
It has become clear over the twelve months of the Bureau's existence that 
the need f or increased technical assistance to cities and towns and to state 
agenci es is cri t ical . The primary mission for the Bureau of Technical 
Assistance duri ng FY'84 wi ll be to develop and coordinate the delivery of such 
service through increased t raining, publications, and field presence. 
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BUREAU OF SYSTEMS DEVELOPMENT 
The Systems Development Bureau has primary responsibili ty for effective 
operation of the computer application support systems of the Department. These 
systems are operated on the compute r facilit ies of the Adminis tration and 
Finance Office of Management Information Systems (OMIS) which also provides the 
programmer maintenance staff. OMIS support of these systems has been severely 
limited during the past half doz en years. Thus during this interval the OMIS 
staff complement whi ch had been devoted to maintaining the Personnel 
Recordkeeping System and the Ci vil Service System were i nstead allocated to 
other important projects • 
In the meantime major changes in department operation affecting 
classification, collecti ve bargai ning, exa~ination administration, and list 
certification have occurred while only minimal changes have been r eflected in 
the present support systems. As a result, these systems are now largely obso-
lescent, and the quality of data maintained within and information extracted 
from them has seriously deteriorated. 
To address these critical problems the Department is now i nvolved with two 
major systems development projects. The first of these, the Personnel 
Management Information System (PMIS) proj ect has been a joi nt effort with OMIS 
and the Department of Public Health. At the end of t he year the payroll 
component of PMIS was successfully operating in most organi zat i onal components 
of the latter agency. This system has been long awaited and promi ses to benefit 
user and control agencies by int egrating payroll and personnel processing. 
The Department of Personnel Administration now has the equivalent of three staff 
members devoted to t his project which, when fully implemented, wi ll drastically 
alter the present r ecordkee ping and information dissemination procedures. 
The second major systems development program for which t he department has 
high expectat ions is the Examination and List Information Proces sing System 
(ELIPSYS). As t he t i tle would suggest, i ts goal is to in tegrate the continuum 
of serial act i vi ties involved i n scheduling, administering and scoring 
examinations and in establishing lis t s and certifying names from those lists to 
state and municipal agencies. It also wi l l eliminate manual transcription of 
data to keypunch source documents by providing direct computer data entry and 
access to file records, and will also provide manage men t information. 
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This project has been carried out entirely wi th DPA staff resources. • 
Despite this constraint the first phase of the system was placed in operation on 
April 1, 1983. The examination schedule i s also currently maintai ned within 
ELIPSYS and position title and department reference information is also 
available. Although the application accounting and examination scoring portlons 
of the system have long been ready for operation, the sheer size of the system 
has prohibited the extension of operation without additional systems and 
programming manpower being devoted to the undertaking. The Department had long 
sought the allocation of 6-8 OMIS staff to the project and as f i scal year 1983 
drew to a close, OMIS was able to commit two positions to the Department. 
Extension of ELIPSYS for handling of list establishment and certification 
processing will place considerable pressure on Systems Bureau staff and will 
require additional programmer analyst support from OMIS. Once these phases have 
been .completed, however, ELIPSYS will be ready for integration with PMIS to 
provide local agencies with direct access to examination status and list 
information. 
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OFFICE OF EQUAL 
EMPLOYMENT PRACTICES 
The Office of Equal Employment Practices was established in 1982 to meet the 
requirements of Chapter 767 for Equal Employment Opportunity and Affirmative 
Action. The purpose of this office is to implement Alternative Certification 
Programs and assist the Department by evaluating rules, regulations, policies 
and standards for applicable Equal Opportunities statute and case law as well as 
consent decree requirements. Staff members identify problem areas and provide 
technical assistance and training in order to assist the state agencies and 
municipalities to achieve ElO/Afflrmative Action goals for women, minorities and 
the handicapped in conformance with the Governor's Executive Order 227. This 
office is also responsible for implementing Affirmative Action for the 
Department of Personnel Administration as well as serving as an effective 
liaison with the State Office of Affirmative Action. 
ALTERNATIVE CERTIFICATION 
Chapter 396 (Chapter 778) is a legislated program that has been implemented 
since 1972 to train disadvantaged persons for entry-level positions. There is a 
limited use of this program because the legislation must be renewed every two 
years. Legislation has been proposed in 1983 to assure long lasting permanent 
benefit to the Civil Service System by amending Chapter 31 to include the 
provisions of Chapter 396. This revised legislation will encourage the 
Department of Education and the Board of Regents to certify their training 
programs to match State Civil Service positions and will encourage eligible 
persons to take the Civil Service examinations to qualify for State and 
Municipal entry-level civil service positions. 
The Governor's Executive Order 227, the monitoring of State Agencies by the 
State Office of Affirmative Action and the Massachusetts Commission Against 
Discrimination has increased requests for Rule 14 by state agencies and 
municipalities. The revisions of present methods of approval, and the current 
plans to revise statistical procedures that will incorporate 1980 population 
census data as a comparison statistical standard, should increase and expand the 
number of Rule 14 approvals. 
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CONSENT DECREE 
In FY 1983 , this office was charged with a new function: to increase access 
of qualified mi norities from the Greater Boston area into permanent Civil 
Service positions through improving the states compliance with the Culbreath 
Consent Decree. 
To effectuate this purpose an additional staff position was created for an 
Assistant Supervisor of Recruitment. The responsibilities of t his employee are 
to identify problem areas and to provide technical assistance to defendant 
agencies, as well as to assist in developing other affirmative act .Lon programs 
for women, minorities and handicapped in State Civil Service. 
Accomplishments of this new program included: 
1. Development of quarterly summaries for each defendant 
agency based on the Department of Personnel Administration's 
quarterly reports to plaintiff and 555 forms filed at 
the Department of Personnel Administration to 
efficiently monitor use of eligible lists and progress 
toward Culbreath goals. 
2. Review and evaluation of the Department of Personnel 
Administration's Culbreath quarterly repor ts to improve the 
efficiently and accuracy of the reporting process. 
OTHER ACHIEVEMENTS 
In order to assist in the evaluation of rules, regulations, policies and 
standards for conformance with equal employment opportunity requirements an Equal 
Employment Practices Advisory Committee was established. The committee consists 
of representatives from Stat~ and Local Government,connnunity organizations, and 
the private sector. The comm.ittee has been successful .in providing recommen-
dations for Chapter 396 (Chapter 778) revisions. A unified form to record sta-
t.ist.ics for affirmative action purposes for the Department of Personnel 
Administration, State Offices of Affirmative Act i on, Massachusetts Commiss.ion 
Against Discriminat.ion is .in progress. EEO/AA recommendations have been sub-
mitted to the Personnel Admin.istrator for review and incorpora t ion into the per-
formance appraisal program which is being developed for managers in state 
government. 
New program initiatives will include review of the curriculum of the manage-
ment development program to insure that Affirmative Action i ssues are addressed ; 
to develop and implement a computerized program for review and approval of Rule 
14 requests by coordinating with ·the Divis i on of Employment Securlty, 
Massachusetts Commisslon Against Discrimination, Office of Management and 
Information Systems and the State Office of Affirmative Action. 
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